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FOREWORD 



Counseling and Guidance 
In 

Adult Basic Education Programs 



Much of the material presented In this bulletin Is based on 
a recent guide, INSERVICE TRAINING COURSE FOR GUIDANCE STAFF OF 
MDTA* CLASSES, prepared by the Bureau of Continuing Education 
Curriculum Development, under the aegis of the Bureau of Manpower 
Development and the Bureau of Guidance, State Education Department. 
Thanks are due these units for use of the contents of the MDTA 
guide. 

Thanks are also extended to the following persons who 
volunteered to review and revise the original contents to relate 
them more closely to adult basic education service: Evelyn D. Wolfe, 

Adult Basic Education Counselor, White Plains; Dorothea McHMIen, 
Adult Basic Education Counselor, Albany; Judy G. Moser, Welfare 
Education Program Counselor, New York City; John Petri I lo, Adult 
Basic Education Counselor, Yonkers. 

The following Adult Basic Education Administrators contributed 
recommendations from the administrative viewpoint: Gerardo Franclosa, 

Niagara Falls: William Jacques, Syracuse; Elliot Lethbridge, White 
Plains; Donald Montano, Utica; Harrison G. Otis, Hewlett-Woodmere 
(Retired); and Robert Wllmot, Auburn. Coordination and supervision 
were provided by Joseph Mangano, Chief, Bureau of General Continuing 
Education; and Burton Thelander, Supervisor, Bureau of Guidance, 

State Education Department. Richard W. Weiner, former member of 
Bureau of Guidance, prepared the first draft of this bulletin. 



Monroe C. Neff, Director 
Division of Continuing Education 



* Manpower Development and Training Act 
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PURPOSE 



This guide Is Intended to serve a dual purpose: 

It presents broad dimensions of guidance and counseling 
services In adult basic education and It provides n 
structure on which to build Inservlce training experiences 
for counselors. While It provides an Ideal framework, the 
realities of educational life have not been lost to sight. 

Consequently, users of this guide would take Into 
account any limitations Imposed by funds, staffing, time, 
or student characteristics and modify and adapt tho'- 
guidance and counseling services and Inservlce training 
activities to those limitations. 

This guide Is also Intended to help administrators, 
teachers, and counselors set long-range objectives and 
short-term goals. 



Philip 8. Langworthy 
Associate Conntssloner 
for Instructional Services 
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THE COUNSELOR IN THE ABE SETTING 



The new counselor In en ABE propram feces the 
difficult task of comprehending his role In relation to 
a network of personnel. The ultimate goal Is one of 
teanwork, cooperation, and coordination. The precise 
nature of this Interaction with respect to teachers, 
supervisors, specialists, and teachers ‘in-charge Is often 
defined within the Individual ABE facility. 

One common contribution, however, can be made by 
all counselors - the art of effective communication. 

More than any other member of the ABE staff, the counselor 
Is In a position to become aware of the students' personal, 
social, educational, and vocational needs. The manner In 
which he functions and presents feedback can Influence the 
attitudes of teachers, supervisors, and administrators. 
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A. The ABE Team 

The ABE team Includes counselors, teachers, supervisors, 
and administrators. Following are some suggested approaches to 
teamwork which may assist the counselor to function within the 
framework of the total ABE facility. 

1. Counselor-Teacher Relationships 

a. Objective ; To develop teacher-counselor avenues of 
communication relative to students. 

b. Concept *. The climate of learning Is Influenced by 
teacher-student relationships. 

c f Topics i 

(1) The psychological Implications of student classroom 
behavioral problems 

(a) Avoidance patterns and fear of failure 

(b) Lack of participation 

(c) Negative reactions to test situations} blocking 

(d) Inappropriate responses to verbal and written 
material 

(2) The need for supportive behavior by teachers 
d. Suggested Activities for Participants ; 

(1) Role play a teaeher-eounselor conference. 

(2) Role play a three-way conference; teaeher-student- 
counsalor. 

- * . r t 

(J) Observe a teacher workshop. 

(4) Conduct a planning session; developing goals for 
a teacher workshop, 

($) Set up a conference with teachers; e.g., show a 
film, Invite a speaker, etc. 

(6) Observe a ease conference. 

(?) Rian a case conference with teachers and administrators. 



(8) Suggested activity for long-term supervision and 
Inservlce training: develop a teacher workshop. 

2. Counselor-Administrator Relationships 

a. Objective : To develop counselor awareness of channels 

of communication with administrative staff members. 

b. Concepts : 

(1) The counselor can be more effective If he understands 
his role within the total organization. 

(2) The administrator can be more effective In staff 
development through a clearer understanding of 
teacher, student, and counselor needs. 

c. Topics : 

(1) Clarification of roles 

(2) Understanding of the organizational structure 

(3) Sharing Information 

(b) Program development 

(5) Establishing recognized channels of communication 

d. Suggested Activities for the Participant : 

(1) Set up a counselor-administrator conference. 

(2) Plan a teacher workshop with an administrator. 

(3) Observe the administrator In his job. 

(b) Participate In a buzz session end discussion: how 
the counselor relates to various members of the 
orgenlzetlon. 

(8) Tour other ABE or HOT facilities. 

(6) Pursue long-term activities, such as development 
of counselor-aomlnlstrator conferences. 



8. The ABE Curriculum 

The educational challenge Is only part of the ABE student's 
reality. The counselor must understand the content and process of 



k 



the ABE program If he Is to offer students meaningful guidance and 
counseling. 

1. Oblectlves : To facilitate counselor understanding of the 

educational experience of the student. 

2. Concept ; The counselor understands that curriculum Is related 
to the Immediate needs and aspirations of the student. 

3. T opics ; 

a. Scope of curriculum 

b. Using test results 

c. On*the“Job training 

d. Relating class experiences to changing family-life patterns 

k. Suggested Activities for Participants ; 

a. Audit a class. 

b. Follow a student's schedule for an entire session. 

c. Participate In buzz sessions relative to the counselor's 
own feelings about new learning situations he feces. 

d. Play the role of a new student entering a program. 

e. Accompany students on a field trip to a work site. 

f. Study curriculum content and syllabi. 

g. Pursue long-term activities, such as exchange visits to 
other ABE or HOT centers, followed by post-visit evaluation. 

h. Participate In group guidance sessions with counselors 

to examine their feelings about Implementing ABE curriculum. 

C. New York State Employment Service 

This section deals with services and functions of the 
Employment Service relative to the ABE facility. 

l . Objectives ; 

a. To develop counselor understanding of the New York State 
Employment Service and to seek a close working relationship 
between himself and NYSES personnel. 



o 
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b. To facilitate candidate referrals from the New York State 
Employment Service office to the AB r : facility; and to get 
NYSES assistance for graduates and premature program leavers. 

c. To become sensitised to the employers' expectations and to 
relate these facts to the counselee. 

2. Concepts ; 

a. The Department of Labor Is heavily Involved In rendering 
service to the HDT program and Its trainees. It con offer 
service to the ABE program. 

b. Teamwork Is necessary to help students Improve their 
economic position through work. 

c. Counselor understanding of the recruitment and placement 
processes relative to the program helps In better service 
to ABE students. 

d. A productive counseling relationship Is facilitated If the 
counselor Is aware of the student's referral experiences 
Immediately prior to the student's first day In the ABE 
program. 

3. Topics ; 

a. NYSES Involvement In recruiting and placing HDT trainees 

b. NYSES services available to ABE students, graduates, and 
premature program leavers 

c. Vocational counseling 

d. Job placement through NYSES, other agencies, and direct 
contact with employers 

e. follow-up and evaluation of Job placement 
k. Suggested Activities for Participants ? 

a. Accompany an outpost worker from NYSES as he makes a 
recruitment contact. 

b. Follow an HDT applicant as he Is processed through the 
Employment Service, Ask questions of the receptionist, 
Interviewer, counselor, tester, placeeent officer, and 
claims approval official. 

c. In conjunction with the Employment Service counselor, take 
part In a trainee group discussion session Involving the 
world of work. 



o 
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d. Audit a Job order being solicited or taken and a Job 
referral being made by the NYSES official via telephone. 

• f e. Accompany NYSES personnel as they call on employers. 

Community and Welfare Agencies •*' ; 

A large segment of the ABE student population receives 
public and private assistance. This requires the counselor to 
be Involved directly with community and welfare agencies serving 
his students. T ’ r ; f :, .n ; "-•»*?»*.; y. • el .Mi 

1. Objective s i : ' r f ; ' 

a. To understand that the counselor's work should supplement 
and coordinate with counseling services provided by 
community and welfare agencies. 

b. To establ I sh mutual referral lines and routines with 
community and welfare agency personnel. 

c. To help students to move successfully from assistance 

1 ' status to Job tenure. : ■: 

d. To develop an understanding of the processes employed by 
community and welfare agencies In providing relief and 
assistance to families. 

2. Concept ; The helping role extends beyond the ABE facility. 
Part of the counselor's role Is to develop lines of referral 
and communication between counselor and agency. 

3 . Topics : 

a. Agency; 

(1) Functions •«.}..* f!. . 

(2) Services >. 

(3) Location s,\-: -v;. •. 

(4) Liaison personnel .. a 

. Ui'-.lf o; ■ ,1 ■ . y 

(5) ABE-welfare agency communication and coordination 

(•:> % i m.>- i q'fr. ! :=. • /,<•. . v . : - ,Vj: 

b. ’ ABE -Agency Relatldns * » y to? 

(1) Cross-referral procedures and routines 

(2) , • Communications ^ 
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3. Suggested Activities for Participants : 

a. Meet with community and welfare agency personnel at their 
agencies to discuss Issues of mutual concern. 

b. Accompany a caseworker on his rounds. 

c. Role play the referral process. 

d. Explain the role and function of the ABE counselor to 
community and welfare agency personnel. 

e. Invite a former assistance recipient to discuss with ABE, 
community, and welfare agency personnel problems related 
to successful employment. 

f. Explore helping agencies In the community. 

g. Invite a health agency to address counselors on community 
health problems relative to the community and to Individuals. 

h. Invite a legal aid society or housing agency representative 
to visit the ABE counseling staff. 

I. Develop a file of referral sources and routine procedures 
for each agency. 





O 
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E. Resources 

Allen, T,W. 6 White ley, J.M, Dimensions of Effective Counselin g, 

Charles E. Merrill Publishing Co. Columbus, Ohio. 1968. 
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Bruner, J.S. "Learning and Thinking." Harvard Educational Review. 

Bruner, J,S. Toward a Theory of Instruction , Harvard University 

V-' Press, Cambridge, Mass. 1966. ” ’ * 

Cobb, M.C. Get That Job , Cowles Book Co. Inc. N.Y. 1969. 

Barley, J.G."The Faculty Is Human, Too." Personnel and Guidance 
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Glnott, H.G. Between Parent and Teenager , The Macmillan Co. N.Y. 1969. 

GlaSser, W. Schools Without Failure , Harper 6 Row, N.Y. 1 969 * 

Goldstein, Joan, "Developing a Teacher Workshop." Cogency. Community 
-Council of Greater New York. 1:5. June 1967. 

. v*/: : i . is I - r i •' 

Hart, Leslie A. The Classroom Disaster , Teachers College Press, 

Columbia University. 1969. . 

Holland, John L. The Psychology of Vocational Choice , Blalsdell 
Publishing Co. London, England. 1966. ~~ 

Jackson, D.D. Therapy, Communication and Change , Vol. 2, Science 
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Jackson, Philip W., Life In Classrooms , Holt, Rinehart 6 Winston, 
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and Procedures , R.E. Peacock Publ Jshers , Inc. Itasca, Illinois, 1 968 . 
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Management Policy Commitments." Journal of Applied Psychology. 
43:264-268. August, 1959. 



ERIC 



9 



"Review of Educational Research," Guidance and Counseling . 
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Ruesch, J. Therapeutic Communication , W.W. Norton $ Co., Inc. 

N.Y. 196T 
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Guidance In American Schools. American Personnel and Guidance 
Association. 1962. 
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u. > THE COUNSELOR IN THE ABE GUIDANCE AND COUNSELING PROGRAM 



The ABE counselor functions within a system which Is 
expressed through Its program . This guidance and counseling 
system operates wl thin the local ABE environment. The ABE 
environment, In turn, Is a system functioning within a 
community environment. Progressively, the system-environment- 
system articulation moves through area, state, and region to 
the national level. 

Of Immediate concern to the counselor is his own 
system - guidance and counseling - and that system's environ- 
ment - the ABE facility. 

This section provides a framework to focus on the system 
component of the "system-environment" construct. Ideally, 
the guidance and counseling system expresses a program de- 
signed to achieve goals In terms of student needs. The following 
outline deals first with program goals and subsequently with 
those interrelated services which comprise the pro'gram Itself. 
Suggested activities for Part A following are listed at the 
end of that part Inasmuch as purposes Interlock. 
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The ABE Guidance and Counseling Program 
A. Gcals of the Guidance and Counseling Program 

1 . Objectives ; 

a. To develop the counselor's ability to relate his services 
to ABE program goals. 

b. To develop the counselor's awareness of the students' 
educational, vocational, and personal social needs. 

c. To sensitize the counselor to Identify the elements of 
the guidance and counseling program which can most 
effectively meet these needs. 

d. To develop counselor understanding of the long-range 
and short-range goals to achieve desired behavioral 
changes. 

2. Helping to meet educational needs of students: 

a . Concepts ; 

(1) The counselor has many roles In the Instructional 
program. 

(2) The counselor Is a contributor to curriculum 
evaluation and development. 

b. Topics ; 

(1) Conducting group guidance activities relative to 
student study skills 

(2) Assisting teachers to locate and obtain occupationally, 
socially, or economic-related materials for use In 
class 



(3) Providing concurrent and follow-up data about students 
and their experiences for the curriculum evaluation 
and development processes ;7\' 
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(k) Integrating guidance and counseling services toward 
meeting students' educational needs 

. mj- •' rf. : i -’ : {■ 

Helping to meet vocational needs of students; 

' . c i * t a 'i ' i ? 



a. Concepts ; 



(1) The counselor Is the lead staff member In providing 

students with labor market and occupational Information. 



v 
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(2) Considerable counselor time and effort should be 

expended to assure, where appropriate, that education 
results In successful Job entry and progress, 

b. Topics : 

(1) Providing students with Information about the labor 

,-i ; v, <■ i . , j *• i . market and specific occupations 

' • .. .. l ... 

(2) Helping students to understand and accept personal 

■ 1 1 : !,,'■! requirements, attitudes, and behavior necessary for 
. c.is* ••?> ' , , successful post-training work experience and career 
development 

1 V i \ ' ‘V-rVjJ O V ‘V: ’ rc .« * •■}.» : ; ■ 

j r r,( (3) Working with New York State Employment Service 
counselors to assist graduates to make Initial 
adjustments and solve problems relative to Jobs 

lj, Helping to meet personal social needs of students: 

a . Concepts : 

• • J - M’ Vj $'/■ .t.; " 

(1) Personal and social characteristics are as Important 
variables in employment stability as vocational 
skills. 

. ' if’, .’.ilo’i ‘ v-f- 

(2) Prudent personal and family management are as necessary 
to lifting one's self out of poverty as possession 

of a worthwhile Job. 

b. Topics ; 

(1) Working with students to translate their new concepts 
; j of self Into positive behavioral and attitudlnal 
outcomes .-•??*;?? yb. >i! \ 

t ... ,v» (2) Teaching students wise consumership, and personal 

, ,■ ’• r. mV and faml 1y management 

(3) Teaching students skills In solving personal, family, 

’ vs: ,.i; iswif; i - ! c soc I a 1 , and occupational problems 

r-y.\ -S’.'fvVs r. !'<»•’! •: >*oi . .Vri.'ifc'j tvtmv. /» i v,'*'- 

(i») Referral to community agencies 

* -,f. : t. Suggested Activities for Participants 

■ ■'■■-v? n. .. 1 fei tf&i: \r' ? - {> ' ’ -■ ' 

(l) Meet with NYSES counselors to discuss current labor 
-i-a market conditions and trends; specific occupational 
opportunities. 

: ‘ 1 ViVU; li ! VUja tfasl 5 ' f; f s ! l) 

. • • .■* i enol j 'sqvj-ao *>04 ‘f-sdfcj v : ! i.:, - 

O 
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(2) Meet with reading supervisor or consultant to discuss 
study skill needs of students. 

(3) Observe a counselor-teacher conference regarding a 
i student's progress. 

(* **) Make several home visits and discuss experiences with 
other counselors. 

(5) Plan a follow-up study. 

(6) Read several case studies and decide which community 
agencies should receive referrals. 

(7) Review and suggest revisions to the occupational 
Information library. 

(8) Visit a former student at home or on the Job to 
discuss changes In his self-perception. 

5. Helping meet needs of disadvantaged persons: 

I. Educational Characteristics 
- a . Objectives : 

(1) To develop counselor awareness of the academic 
aspiration level of the disadvantaged student 
population. 

(2) To develop counselor understanding that the 
length of time the student has spent In formal 
schooling may not be indicative of learning, 
achievement, potential, nor attitude. 

b. Concepts : 

(1) Many disadvantaged students have had Inferior 
educational opportunities and thus either left 
the system which bred failure or else remained 
In school, but received little reward for their 
efforts. ' ‘ : ‘ 

* ' (2) Standardized test results based on children's 

norms may be Inadequate as Indices of trainee 
ability. New adult tests may provide better 
bases for evaluation and prediction. 



O 
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c. Topics ; 

(1) Quantity, quality, and recency of educational 
experience 

(2) Reactions to and performance on tests 

»' (3) : Reasons for early school leaving 

Psychological Characteristics 

a . Objectives ; 

(1) The counselor gains understanding to help him to develop 
frames of reference relative to counselees 1 perceptions. 

(2) The counselor relates to his work trends of thought held 
by social and political forces, Including neighborhood, 
civil rights, and community action groups. 

b. Concepts ; 

(1) Factors are at play which cause the values and attitudes 
of disadvantaged persons to be contrary to popularly 
accepted standards. 

(2) There Is much myth associated with that segment of our 
population Identified as disadvantaged, 

c . Topics i 

(1) Self-Image * 

(2) Lack of goal-setting tendencies 

(3) Attitudes toward governmental agencies and functions 

(4) Reactions to ethnic group classification 

i : • ;r * ..OO-'i v >■: ?1 r . .5 ;)ab u J ^ 1 u j-t ' 

Economic Characteristics i i r i, 

■vt:;'*:. ”, ,'iV 5*i»l i.i'.t £>*0 i\- : 

a. * Objective i ! -bsvfwjpV 

(!) The counselor has at least an empathlc understanding of 
ie.- the economic meaning of poverty to the Individual. 

.-‘is { a- *. i » •ij * 6ii « :■ :> r-r. *•; •? 

b. Concepts » ■ ihsti? 'i -sft . »*i 1 lya 

(I) There are formidable barriers to breaking the poverty 
cycle. 



(2) Poor persons tend to receive less In goods and services 
for their expenditures than do persons In better economic 
circumstances. 

(3) Housing Is generally limited In type, location, and 

condition; It Is more expensive and is maintained at a 
lower standard than similar housing In non-deprlved 
areas. ' 



C. Topics I . 

(1) Personal and family history of employment 

(2) Unemployment 

(a) Extent 

(b) Reasons 

(c) Ramifications \ ... 



IV. 



(3) History of and attitude toward public assistance 
{!») Consumer habits of the poor 



(5) Economic dilemmas; postponement of Immediate needs 
gratification In favor of long-range planning toward 
larger goals 

Sociological Characteristics 



, a. Objectives ; n ,. ti ; v , : . 

(I) The counselor understands the sociological aspect of 
.. ... . d I sadvantagement. w . . : , v 



(2) The counselor understands the disadvantaged person's 
self-classification In relation to society and his 
social classification by other members of society. 



, <V„M ; f.’t ! ! 



«< >. . ? I. ’ ; . 



t 



hi.n Concepts ; 

• '■ ; V ’ ’ • .» \ A ii'v-'i.' • ..•* •• $.■ 

7 (1) Groups are not really homogeneous In terms of all 
■ human variables.. 



■;r< i ? • 
i i :ci 



?}.;i 



l - 1 VciVi-. 



, (2) Although one should be knowledgeable about the theories 

of sociology, anthropology, and other disciplines dealing 
man * rmjst 9 uar< l against a clinical approach to 
' Individuals. , c W i'yrulT. M I 
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e. Topics ; 

(1) Ethnic membership 

(2) Faml ly structure 

(3) The concomitants of geographic dlsadvantagement 

/ 

(4) Community action in a nation of change 

(5) Patterns of Individual and group behavior 
d. Activities for Participants : 

(1) Participate In a group discussion of issues and situations 
reported In the leading local newspaper. To allow free- 
dom of opinion, this group might not be composed of ABE 
students but persons served by another agency; for 
example, the Job Corps or Neighborhood Youth Corps. The 
participants should be of the same socio-economic 
classification as the A8E enrol lees. 

(2) Review the results of achievement and aptitude tests 
administered in the ABE facility, followed by a discussion 
about the Implications of these findings. 

(3) Plan a family budget based on the case study of a former 
ABE student. 

(4) Visit the schools and the communities from which the 
students come. 

(5) Observe and conduct administration of an achievement or 
aptitude test . 

(6) Observe and conduct a test interpretation session, 
Including an I tern analysis. 

r (7) Sit In a regular class session. 

(8) From cumulative record Information, present a blind case 
to the counselor. Have him describe the subject's field 
of experiences and Influences, his reasons for certain 
behaviors, his outlook on the world. " J Subsequently, 
arrange a counseling Interview wl th the subject of the 
case. Compare the counselor's pre-interview perceptions 

: y and his post-interview perceptions about the case. 

(9) Discuss absenteal&m with the facility's attendance person; 
Its causes and the methods of handling this problem. 



O 
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(10) Discuss the labels "disadvantaged" and "culturally 

deprived" with an experienced counselor. 

(11) Visit students In their hones, 
e. Resources ; 

The past may explain the future. The present becomes the 
cornerstone for change. It Is realized through man's efforts 
to understand the evolution of his experiences, his conditions, 
and his feelings. How does this relate to the ABE counselor 
guiding the disadvantaged student? 

Effective counseling of the disadvantaged must deal with 
problems In the dally environment. The counselor must help 
the student focus on behavioral changes which will help him 
realize his "untapped potential." The counselor should explore 
such meaningful questions with the student as: 

"If I fall, what should I do?" 

"Who should I go to for help?" 

"What kind of job do I want?" 

"What personal traits can I capitalize on 
to make ma the most effective person I 
can become?" 

The effective ABE counselor Is behavioral ly-orlented. 

He, therefore, helps the disadvantaged student focus on 
present behaviors: his present life-style, his present 

occupation, his present educational, financial, and social 
status. 

' The counselee Is encouraged to vigorously "work on 

himself" In an effort to change hls behavior . The goal - to 
guide the disadvantaged person "to become all he Is capable 
of being." 

B. The Guidance and Counseling Program 
1. Counseling Service 

a. Individual Counseling 

p v { 1 V (i) Objective : < To develop counseling skill to assist the 
J v --p' > s t u dent to make optimum modifications In hls behavior 
' ■ ' ; to maximize hls personal gain. 

(2) Concepts: 

(a) Counseling should be consonant with the ABE 
© student-centered approach to modifying behavior. 

ERIC 
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(b) Every student should be counseled as extensively 
vHi ' . v as required. 

w, f- : *v . „ \ .. “ , . 

(3) Topics: 

(a) Special problems In gaining counseling rapport 

(b) Initiating and maintaining a counseling 
relationship 

(c) Assisting teachers to Improve their student 
Interviewing and consultative techniques 

(d) Counseling follow-up 

(e) Encouraging self-referrals by students 

(f) Supervision of counseling 

(4») Suggested Actlvl t les for Participants : 

(a) Audio-tape counseling sessions and critique 
them with the supervisor and other counselors. 
Ethically, this may only be done with the 
counselee's permission. 

(b) Discuss counseling theory in relation to 
counseling ABE students. 

(c) Video-tape counseling sessions using the Instant 
playback method for evaluation. This may be 
carried out either In a role play or live 
counseling Interview. A follow-up discussion may 
relate to key points In the Interview. 

(d) Through a two-way vision mirror, observe an ABE 
> • ■ counselor who Is experienced In Interviewing, 

tape record these sessions, and discuss the 
v . . process of the Interview. 

b. Group Counseling and Guidance 

(1) Objective : To help the counselor to develop skills 

and techniques for use In group process. 

(2) Concepts : 

(a) Group counseling permits students to have others 
react to tentative and model solutions of problems 
relative to present and near-future needs. 
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■ ;r i •' s- - r j , \> ' ■ ! - . • 

(b) Group guidance activities are an efficient way 

to provide students with Information, experiences, 

• and certain understandings which cannot be 

effectively conveyed In Individual counseling. 

(3) Topics ; 

(a) Special problems In gaining rapport 

(b) Establishing and maintaining groups 

(c) Working with teachers In class presentations 

(d) Organizing and conducting group activities, such 
as field trips and projects 

(e) Individual counseling as follow-up of group 
counseling and guidance 

(f) Viable topics for group guidance activities 

(g) Materials and resources for group guidance 
activities 

(!») Suggested Activity for Participants; 

(a) Observe a counselor experienced in ABE as he 
conducts group counseling and group guidance 
activities. 

2. Orientation Sarvlca 

A number of ABE students have the aptitude for, and can 
benefit from, education beyond the ABE limits: evening high 

school, high school equivalency, vocational mining, Hanpower 
Development and Training Program. 

(1) Topics : 

(a) Orientation practices 

(b) Staff responsibilities 

(2) Suggested Activities for Participants: 

(a) Participate as a student In orientation activities. 

(b) Bole play the Initial Interview with the 
admitting office. 

(c) Plan one of the orientation activities. 
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(d) D|scus9 with a group of students their feelings 
• ; about the effectiveness of the orientation service, 

> ; (e) Develop a plan for evaluating orientation activities. 

(f) Meet with representatives of educational and 

training facilities to establish referral guide-* 
lines and admissions procedures between the ABE 
program and these facilities. 

(f) Set up a file of catalogs, brochures, application 
forms, and other Information related to further 
educational training. 

3, Individual Inventory Service 

(1) Objective ; To familiarize the counselor wl th the 
contents of the Individual Inventory; to teach him 
how to maintain the Inventory and use It to further 
the welfare of the student. 

(2) Concepts ; 

(a) The Individual Inventory Is the source of much 
information which can make contributions toward 
.student advancement and toward program development. 

>. (b) The Individual Inventory Is part of the total 

record which Includes teachers' cumulative 
records and administrative records. 

(c) Counselors have the responsibility to safeguard 
the confidentiality of Inventory files. 

(3) Topics ; 

(a) Contents of the Individual Inventory 

(b) Counselor and other staff members' responsibility 
for maintenance. 

(c) Using the Individual Inventory In conjunction with 
other records. 

(•») Suaoested Activities for Participants; 

(a) Interpret his Inventory to a student under 

observation of the supervisor and follow-up with 
v* e discussion. 
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■ (j,) discuss with other counselors the potential use 
of each Item Included In the Inventory system, 

(c) From raw data, fill In an Individual Inventory 
for a hypothetical student. 

(d) Interpret a student's Inventory to a teacher. 

(e) Have a teacher Interpret his cumulative record 
to the counselor. 

(f) Discuss use of administrative records with the 
coordinator. 

4. Student Appraisal Service 

(1) Object I ves i 

(a) To develop the counselor's knowledge of Instruments 
for appraisal and their purposes to evaluate 
student status and progress. 

(b) To develop the counselor's ability to administer 
tests, and to Interpret the results. 

(2) Concepts ! '■ 

(a) Students, because of earlier experiences, may be 
test-shy. 

(b) Test administration procedures must be adapted to 
reduce student fear and tension which may accompany 
the testing experience. 

(3) Topics : 

(a) Instruments used to appraise students 

(b) Interpreting and using test results 

(e) Administrative procedures In testing 

(d) Evaluation of the appraisal program 

(A) Suggested Activities for Participants : 

(a) Take each test In the appraisal program 

(b) Interpret test results to a student and his 
teacher. Discuss the student's reaction to the 
experience with the student. 
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(c) Administer a test to a student group and 
M-ij! : -:.n ; v or- follow up with a discussion of their reactions. 

j.'-w # ‘ ■ - s ; r ■ .« ? ■ *•**' *:] '.■;% f 5 ^ ' o 

C. Evaluation of the Guidance and Counseling Program 

1 . Objectives ; » . : ■ .• ■ • .» - - 

a. To develop the counselor's understanding of the dimensions 
of evaluation. 

b. To develop the counselor's ability to participate In 
designing and Implementing evaluative procedures and to 
analyze the results In terms of conclusions and 
recommendations. 

2 . Concepts : 

a. The results of evaluation provide the bases from which the 
guidance and counseling program may be extended and Improved. 

• b. The results of evaluation are useful to other aspects of 

the ABE program; such as curriculum development, administrative 
procedure, and teacher and counselor Inservlce training. 

3. Topics : 

a. Purposes of evaluation ' 

b. Objectives of the guidance and counseling program 

c. Defining evaluative criteria based on objectives 

' v H ' * * 

d. Methodology for applying criteria 

(1) Survey Methodology 

(a) Followup of former students, Including direct 
Interviews. 

(b) Opinion survey: present students, faculty, 

administrators, community resource personnel, 
Employment Service, counselors, employers. 

(c) Survey team: ABE counselors and the Bureau of 
Guidance field staff. 

(2) Experimental Methodology 

> i** ■}: ri I f * ' £ :■ ' s. 

(a) Evaluate specific guidance and counseling activities, 
using an experimental group and a control group 
of students. 
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(b) Compare two or more techniques designed to 
reach an objective by comparing results of 
■ r..V :.". r Implementing the techniques among comparable 

student groups. 

e. Report the results of evaluation 



f. Follow up the results of evaluation through Implementation 
of accepted recommendations 

(3) Case Study Methodology 

(a) Select student cases to represent program 
processes. 

(b) Measure processes against program objectives. 

(c) Reexamine objectives and modify as required. 

(d) Modify, and plan, new activities and procedures 
In terms of objectives. 

b . S uggested Activities for Participants : 

a. Design a follow-up study or opinion survey. 

' / i 

b. State the objectives of a specific service and define 
evaluative criteria. 

c. . Design an evaluative experiment In cooperation with teaching 

staff members. 

d. Review reference and resource materials. 

e. Discuss evaluation with a counselor educator. 

f. Flan a team survey. 
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